
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Title/Position]  

[Institution/Organization Name]  

[Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

[Introduction: Start with a brief introduction about yourself, your 

current status, and the purpose of your personal statement.]  

[Body Paragraph 1: Describe your academic background, including relevant 

coursework, projects, and skills that relate to the field you are 

pursuing.]  

[Body Paragraph 2: Discuss your professional experiences, internships, or 

volunteer work that have contributed to your growth and prepared you for 

future challenges.]  

[Body Paragraph 3: Explain your motivations for wanting to pursue this 

field, including personal anecdotes and key influences that shaped your 

interest.]  

[Body Paragraph 4: Articulate your career goals and how the program or 

opportunity you are applying for aligns with these aspirations.]  

[Conclusion: Summarize your main points and express your enthusiasm for 

the opportunity, thanking the recipient for their consideration.]  

Sincerely,  

[Your Name] 


